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Students in Business Communication at Ellensburg High
School may not receive adequate instruction in giving and
following written and oral directions.

This project was

developed to provide additional and/or alternative
activities that support the presentation and instruction of
giving and following directions.

The eight activities

presented were developed to build students' skills in giving
and following written and oral directions.

These activities

are to be used in conjunction with applied communication
materials which were adopted by Ellensburg High School.
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CHAPTER ONE
INTRODUCTION
Interpersonal relationships and the interactions that
go on within the field of business are constantly changing.
To meet this constant change, teachers in the field of
business education need to be aware of these changes and
update their business curricula accordingly.

One area that

has received particular attention within business and
industry relations in recent years is communication.

Good

communication skills in the workplace have become
increasingly important.
Blank and Voiers' {1991) in their article "What
Employers Want in Communication Skills" report most human
resource managers say "Give me someone who can write
directions, read directions, and follow directions" (p. 15).
They went on to emphasize the "need for extensive
instruction in developing oral communication and listening
skills, and the need to base this instruction on actual
workplace situations" (p. 15).
As a result of industry's need for people with
excellent communication skills, schools are now adding
and/or are revamping their business communication classes.
Golen (1986) points this out:

"As effective teachers of

business communications, we constantly look for new and
innovative ways to improve our teaching.
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We strive to make
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each class better, learning from our past experiences"

(p. 5).
The above comments are supported by the State of
Washington Superintendent of Public Instruction's document,
"Vocational-Technical Education in Washington Public
Schools" (1992).

It states as a belief of society's

expectations that "all learners must develop essential
creative/critical thinking, problem-solving and
communication skills" (p. 7).
In an attempt to improve the communication skills of
students, the Ellensburg Business Department of Ellensburg
High School adopted Applied Communication published by the
Agency for Instruction Technology, (1989).

The applied

communication materials consist of a series of modules which
are designed to teach communications skills by applying
these skills to realistic job situations.

The topics that

are covered by these modules are:
Communicating in the Workplace
Gathering and Using Information in the Workplace
Using Problem-Solving Strategies
Starting a New Job
Communicating with Co-Workers
Participating in Groups
Following and Giving Directions
Communicating with Supervisors
Presenting Your Point of View
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Communicating with Clients and customers
Making and Responding to Requests
Communicating to Solve Interpersonal Conflicts
Evaluating Performance
Upgrading, Retraining, and Changing Jobs
Improving the Quality of Communication
Statement of Problem
After reviewing the curriculum materials and consulting
the professionals in the Business Education Department and
the local community Business Education Advisory Committee,
the author discovered a common concern whether students in
Business Communication at Ellensburg High School receive
adequate instruction in giving and following directions.
The author reviewed the current Business Communication
Class curricula taught at Ellensburg High School to
determine whether or not the curricula adequately cover
Following and Giving Directions.

As the curricula were

evaluated, it became clear there was a need for more
emphasis to be placed on additional and/or alternative
activities on how to follow and give written and oral
directions.
Scope of the Project
The scope of this project was to explore and enhance
the presentation and utilization of the applied
communication module, Following and Giving Directions.
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Delimitation of the stu.gy
This project was delimited to the fall semester
Business Communication class at Ellensburg High School and
to the following of oral Directions and Written Directions
in business for lessons eight and nine.
Definitions of Terms
The Agency for Instructional Technology (1989) provided
the definition of terms:
Application--assignment for students to complete and
check for understanding of topic.
Directions--guidance as to an action or conduct;
outline or manual of a procedure.
Example--opportunity for the teacher and students to
complete a demonstration and discuss the topic before
starting problems on their own.
Follow-up--assignment for students to complete if
additional practice opportunity is needed.
Graphic Directions--instructions which use or are based
upon pictures, diagrams, illustrations, or charts.
Introduction--acquaints the reader with the format of
the individual lesson, including objectives.

Gives written

background information on the subject being covered.
Nonverbal Communication--includes body movement, voice
variation, space relationships, dress/appearance, touch,
smell, and environment.
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Plan. Check and Clarify--actions one should undertake
in all directions whether in giving or following.

CHAPTER TWO
REVIEW OF LITERATURE

In the review of literature, the author chose to
investigate the following areas:

common communication

skills needed in Business Communication classes, the
importance of listening concerning oral directions, and the
importance of oral and written communications.

The

importance of oral and written directions and how the
business world views the importance of these communication
skills were reviewed as a background to this project.

A

summary of the review of literature on giving and following
oral and written directions concludes the chapter.
Research on communication skills has many facets.
Disalvo, Dunning, and Homan (1982) identified seven specific
skills needed for good communication.

They were--listening,

writing, oral communication, persuasion and motivation,
group problem solving, interviewing and interpersonal
competency.

Further, Disalvo, et al. (1982) concluded:

Communication is one of the (if not the) most important
aspects of one's organization activity.

Proficiency in

various communication skills is essential, required and
expected; is often valued above technical expertise or
skills; and is likely to play a more important role in
promotions (p. 23).
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Clarke, (1988) added four additional good reasons why
communication is important in today's society:
1.

Business, industrial and government organizations

are large and more complicated than they were twenty or
thirty years ago.

Formerly employees did not have to

concern themselves with the complex personal skills
that are needed today.

Now they must learn to work

together with more and more people.
2.

Communication skills are more important today

because there are more people employed in service work
which requires a great deal of interpersonal relations.
The entire organizations may have to work with the
public, and, therefore, will need high level
communication skills.
3.

If employees are to increase productivity, they

must work better with the people closely associated
with them.

This necessitates greater competence in

communication skills.
4.

Finally, the diversity of cultures in the American

work force requires that one be a skilled communicator.

(p. 5-6).
As stated in the Policies Commission for Business
Economic Education, "This We Believe About the Teaching of
Business Communication" (1990) teachers in Business
Education know that listening is an important communication
skill.

This publication · states:
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We believe that student performance should be evaluated
in terms of competencies identified by business and
industry.

Evaluation should evidence mastery of these

communication skills:

oral, written, listening,

nonverbal, problem solving, and decision making (p. 1).
Gibbs, et al. (1986) reinforces the following statement on
listening:
Research reveals that the average person spends
approximately 70 percent of his or her waking hours
communicating and that approximately 45 percent of that
time is spent listening (p. 69).
West (1983) in the paper "Recent Federal Legislation Added
Listening as a Determinant of Literacy:
Provide Listening Instruction."

Educators Must

West states "listening

skills are the most used and least taught of the
communication skills" (p. 8).

Further West goes on to say

how many universities and corporations are now conducting
courses specifically on listening to keep up with industry
demands.
Listening is essential in following oral instructions
because "we expect students to remember not only the
directions but also the order in which they are to be
carried out" (Glover, et al., 1987, p. 33).

A person must

not only be taught how to listen in general but, to listen
for specifics in order to carry out oral directions.
Glover, et al. (1987) state in their research, "the order in
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which directions are recalled is crucial in completing
tasks.

This can be a consuming task for some students if

they have no background in listening, giving, and/or
following oral instructions" (p. 33).

Johnson and Pearce

(1990) support the above by stating the effects from
ineffective listening to oral directions--"time is wasted,
mistakes are made, someone is embarrassed, or someone is
irritated because of poor listening" (p. 22).
oral communication is an essential part of the
communication spectrum, including giving and receiving oral
directions.

"Students with the ability to communicate

clearly, effectively, and persuasively are in demand in
business and industry" reports Clarke

(1983, p. 8).

This

need is reinforced by Waltman, Hewing, and White (1986) as
they state "Business practitioners appreciate the need for
effective oral communication skills.

In their careers they

are called upon to make presentations to their fellow
employees as well as other professionals at service
meetings" (p. 101).

Because of the required usage of oral

communication in business and industry it is a valuable
portion of all communication classes.
Though the job exploration process is addressed in the
majority of business communication classes, the content may
take on a different format based on the employment needs of
the individual students and the community where they live.
The class presentation and activity may vary from resumes
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and cover letters, to complete self assessment and career
planning, or upgrading and evaluating performance.

Each is

related to how well an applicant can follow written and oral
directions when pursuing the job application process.

One

item is made clear, " ... the narrowed specialization and
intense competition that characterize the job market"
require some common training in employment communication
(Waltman, et al., 1986, p. 107).

When Waltman, et al.

stated "Today's graduates must be able to show how they can
communicate before being hired by preparing an application
package that shows their abilities" (p. 107), they were
expressing a need for instruction in this the area of
employment related communication skills.

If business

education teachers are responsible for these needed skills
for their students, there is a need for instruction in these
areas within their business communication classes.
Business Communication teachers understand that in all
jobs people must be able to decipher not only oral, but
written directions.

Diehl and Mikulecky (1980) reported

that in the workplace "individuals spend an average of 113
minutes per day performing job-related reading tasks, most
of which involve reading to do" (p. 222).

And yet, in the

study by Fox and Siedow, (1983) "not one of 102 high school
readers interviewed could recall receiving any formal
training in following written instructions" (p. 312).

In
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order for our students to enter the workforce as productive
and successful communicators, there must be the appropriate
instruction prior to their induction to the business world.
Opinions on what should be taught in a business
communication class to fulfill the students' and business
world needs differ.

The teacher is limited by constraints

of time and choice of appropriate communication skills which
will best fit the needs of the individual students and the
communities in which they live.

The study "What Should Be

Taught in Business Communications as Perceived by the
Business World" by Eckert and Allen (1986) supports being
able to give and follow directions efficiently and
effectively is imperative to students who wish to succeed in
the business world.

In addition they suggested the four

basic areas that are most commonly agreed upon by teachers
and employers.
1.

They are:

It was the general feeling of the business

community that students needed a thorough review of
proper word usage and sentence and paragraph structure.
2.

The representatives of the business community felt

that students needed instruction in specific forms of
·written communications including:

letter writing,

memorandum writing and business report writing.
3.

There was significant interest in preparing

students for oral group presentations and group
discussion groups. ·
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4.

The representatives of the business community also

favored the idea of training in the job application
process both written and oral.

(p. 10)

The research studies in oral and written directions,
strongly supported the need for students to receive
instruction in giving and writing directions as an important
factor for job related tasks and school course instruction.
As evidenced by the Policies Commission for Business and
Economic Education (1990) which state:

"Employers are

demanding higher levels of skill in business communication
because every function in the business world depends upon
effective communication" (p. 1).

Weaver (1988) support this

when he states "business and communication are inseparable;
effective communication skills--writing, speaking, reading,
and listening--are absolutely essential to effective
business" (p. 2).

Each of these is essential to giving and

following directions.

CHAPTER THREE
PROCEDURES

This chapter includes the background information, the
general class instructions, the specific lesson structure
and the evaluation information.
Fall semester of business communication was the chosen
class for this project.

The project consisted of blending

the Agency for Instructional Technology's (1989) applied
communication materials with other business communication
materials created by the author and VanHuss (1989).

The

project used the module, Giving and Following Directions,
with special emphasis given to following oral and written
directions.

Graphic directions were excluded because of its

lack of emphasis in the research and in the modules.
The author combined different teaching methods, which
included--modeling, role playing, discussion, audio-visuals,
lectures, and group work.

Most of the material was

presented through one-on-one, small and large group
situations to increase student involvement and learning.
The following lessons were taught during the
instructional period:
1.

Following and Giving Directions:

2.

Following Oral Directions

3.

Following Written Directions

4.

Following Graphic Directions

5.

Giving Oral Directions
13

An Introduction
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6.

Creating Written Directions

7.

Following and Giving Directions:

8.

Business and Marketing:

Following Oral Directions

9.

Business and Marketing:

Following Written

A Summary

Directions (Agency for Instructional Technology)
To determine if students in Business Communication at
Ellensburg High School receive adequate instruction in
giving and following directions, the author discussed with
the Business Education Department faculty and the local
Advisory Committee for Business Education the general
ability of students to follow and give directions orally,
and in writing.

Each stated they had a concern on the

ability of our students to follow written and oral
direction, and that we had a need for more instruction in
this area.
The author used the activities from the Following and
Giving Directions module (AIT, 1989) as they were written in
the instructor's guide with the fall semester Business
Communication class at Ellensburg High School.

The class

contained eight seniors, four juniors and eight sophomores.
Male/female ratio was seven to thirteen.

The class was

offered first period (8:30 to 9:25 a.m.).
The author presented lessons one through ten as
provided in the instruction manual.

The students were

provided copies of the workbook pages for each of the ten
lessons.

Each lesson was divided into four sections:

15

Introduction, Example, Application, and Follow-up.

The

sections were outlined for the students in each of the
lessons.

In each of the lessons the same theory concerning

directions was given:

plan, check, and clarify.

The Introductory section lesson included background
information on the particular lesson.

It stated what the

student would do and learn in each part of the lesson and
related the lesson topic to an on-the-job situation.
Each lesson provided an example for the students to
learn the application of the activities they were to
complete.

The example was presented either through a video

tape or through teacher demonstration.

Class discussion

followed the example to reinforce the concepts taught.
After the class instruction on the concept, the
Application section allowed the students to try the concept
on their own.

The application was then checked for accuracy

before the student could move on to the Follow-up section.
The Follow-up portion provided an additional or
alternative homework or assessment activity.

Students were

then asked to complete the Follow-up activities in order to
evaluate for each lesson in the whole module.
When the module was completed by the class, the
students were asked to create four test questions and
answers for the lesson on giving and following written and
oral directions.

The author selected 17 of these questions

to be used as their final evaluation of the original module
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on giving and following written and oral directions.

(see

Appendix A)
Because the focus of this project was on following oral
and written directions, the author developed questions on
following oral and written directions (lesson two and three)
to assess how each student perceived the importance of
giving and following oral and written directions.

on this

evaluation, students ranked each item on a five to one scale
with five being high and one being low.

(see Appendix B)

The results of the evaluation indicated students felt the
unit was valuable to them, but could benefit with more
variety in the introduction of concepts and utilization of
more "hands-on" applications.

students indicated a need for

different instruction and/or activities in creating and
following written and oral instructions.

(see Appendix C)

The students enrolled in the Business Communication
class were informed that the evaluation would not effect
their grade but would be used in the development of relevant
activities on giving and following directions.

The author

used this information in the development of a collection of
activities which promote quality communication skills
involving giving and following written and oral directions.
These evaluations were used as background information in the
development of a collection of activities which promote
quality communication skills involving giving and following
written and oral directions.

These evaluations were used as
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background information in the development of the lessons and
activities found in Chapter Four.

CHAPTER FOUR
THE PROJECT
The author developed the following activities and/or
lessons to be used with the district's adopted applied
communication curriculum.

The author consulted the Business

Education faculty at Ellensburg High School and the local
community Advisory Committee to gain insight on the
communication needs of our students.

As a result, the

module, Giving and Following Directions, was chosen, with
special emphasis on oral and written directions, to be
explored and further developed.

The purpose of these

activities are to be additional and/or alternative ways to
assist in teaching business communication skills with the
applied communication curriculum.
This section provides activities that will enhance oral
and written directions.

There are eight activities of

varying length and complexity.

They may be used in

conjunction with applied communication materials.

Each

activity is accompanied with a lesson plan to help with
implementation.

The activities are in the area of

communications with a lesson topic and specific lesson
objective.

The materials needed and a lesson plan for each

activity evaluation are also provided for teacher use.
If a teacher wishes to use these activities, he/she
should read the activities over first and evaluate the
appropriateness for his/her own class.
18

Some activities may
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be more appropriate than others for a given class or
objective.

The teacher should also estimate the time it

will take his/her class to complete each activity, based on
the level of his/her students and number of students in
class.
The project is paginated as a separate entity.

Chapter

Five, Summary and Recommendations, will continue with page
21.
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ACTIVITY 1

1

ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:
LESSON TOPIC:

Communications

Perceptions

LESSON OBJECTIVE: To understand how people perceive
items differently and relate to directions.
LEARNING ACTIVITIES:

1. The teacher introduces the activity by stating
that what people observe is not always what was there.
People looking at the same thing will often see
different things.
2. Show the overhead of the old lady versus the
young lady.
(lA) Discuss with the class the views if
needed.
3.
Show the top portion of overhead lB.
students can make out the cow's face.

Show middle portion of overhead lB.
4.
students to read what it says.

See if
Ask

Show bottom portion of overhead lB. Ask
5.
students to count the number of f's in the passage.
6. Discuss students' answers to lB.
correct answers.

Provide

7. Show overhead lC. Ask students to count the
number of squares they see. Compare answers. Provide
students with correct number and how.
(Thirty squares)
8. Have students to discuss how their perceptions
could play a part in following directions. How would
the givers perceptions affect the directions? What
differences might they encounter with oral directions
versus written directions?
MATERIALS NEEDED:

Overhead projector
Overhead transparencies--lA, lB, and lC
Transparency pen
EVALUATION:

An essay question on how perceptions affect
directions could be given for a quiz or test at a later
date.
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ACTIVITY 2
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ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:
LESSON TOPIC:

Communications

Following Directions

LESSON OBJECTIVE: To understand that people need to
pay close attention to what is being said or done in
relation to directions.
LEARNING ACTIVITY:

1. The teacher informs the students that when
something is being demonstrated or shown to them they
need to pa¥ close attention--focus on what is being
done.
It is easy to miss something that could be
important.
2. Handout three to five 4 x 6 or 5 x 8 cards to
each student. Show them the empty box (overhead 2A) on
the overhead and explain that the black lines represent
the edge of their cards and they do not need to draw
them on their cards.
3.
Inform the students they will see something on
the overhead for five seconds. They are to draw what
they saw.
Show half of the overhead at a time. Turn
on the overhead for five seconds, show 2B, and then
turn it off. Give them time to finish drawing what
they saw.
4. Repeat the above process for all five
figures.
The figures become progressively harder.
5.
Show the students what the five figures should
look like and compare with theirs. Discuss how well
the students think they did and why.
MATERIALS NEEDED:
Overhead projector
4 x 6 or 5 x 8 cards
transparencies: 2A, 2B, 2C, and 2D
EVALUATION:

Review the importance of paying close attention to
details and how it relates to being able to follow
instructions.
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8

Overhead 2A

9

Overhead 28

10

Overhead 2C

11

Overhead 2D

ACTIVITY 3
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ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:
LESSON TOPIC:

Communications

Following Directions

LESSON OBJECTIVE: To review the strategies for giving
and following directions and to increase the
understanding of the efficiency these strategies build
in giving and following directions.
LEARNING ACTIVITY:

1. Review the strategies for Giving and Following
Directions with the students utilizing the handout 3A.
2.
Read to the students the handout Auditory
Directions I. Students are to create the figure using
good following directions skills.

3. Show students overhead of the correct figure
to compare with theirs. Relate their results to their
skills in following directions.
4.

Continue with handout, Auditory Directions

II.
5. Discuss how well the students did after
reviewing the strategies for giving and following
directions in comparison to not having that
background.
MATERIALS NEEDED:
Overhead projector
Paper and pencil
Transparency: Figure 3A
Instructions: Auditory Directions I and II
EVALUATION:
Ask students list and/or explain the strategies
for giving and following directions.
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Strategies for Giving and Following Directions
Give (Create)

Follow

Plan

Plan

• Think about what must be
done. Identify the purpose.

• Think about what you must do
and how and when to do it.
Identify the purpose.

• Think about what the receiver
already knows and what the
receiver (or reader) needs to
know.
•

Consider the steps and the order in which things are to be
done.

•

Consider the order in which
things are to be done: step-bystep.

•

Consider health or safety precautions.

• Recall health or safety precautions
• Visualize the task.

• Ask receiver to take notes if
necessary.

• Take notes if necessary.

•

• Maintain attentive posture and
eye contact.

Maintain attentive posture and
eye contact. (Use techniques
to get reader's attention.)

Check

Check

•

• Ask questions.

Observe listener's nonverbal
behavior.

• Ask if receiver understands.

•

Summarize information often.

Clarify

Clarify

•

•

Reread f nformation

•

Rethink · directions based on
new information.

Change or add information.

Handout 3A
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AUDITORY DIRECTIONS I
In this

exercise,

you will

directions in completing a drawing.
be given once.

be asked to

follow

oral

The directions will only

They will not be repeated.

Listen closely and

do the best you can.
In the middle of the paper,
Using

the

top

of the

square as

draw a
the

one inch square.

bottom side,

triangle, each side about one inch long.

draw a

From the top left

corner of the square, draw a straight line to the lower right
corner of the square.

From the top right corner of the

square, draw a straight line to the bottom left corner of the
square.

From the top point of the triangle, draw a straight

line down through the center of the square to the bottom of
the square.
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AUDITORY DIRECTIONS II
In

this

exercise,

you

will

directions in completing a drawing.
be given once.

be

asked

to

follow

oral

The directions will only

They will not be repeated.

Listen closely and

do the best you can.
In about the center of your paper, draw a triangle, each
side about one inch long.

Using the bottom of the triangle

as one side, draw a square, each side about one inch long.
Using the right hand side of the square as one side, draw a
rectangle, the two long sides should be about two inches long,
the sides should be about one inch long.
From the lower

lift corner of the rectangle,

draw a

straight line to the upper right hand corner of the rectangle.
From the upper left hand corner of the square draw a straight
line to the lower right hand corner of the square.

From the

bottom left corner of the rectangle, without .making a mark,
move your pencil about
corner of the rectangle.

1/2

inch towards the bottom right

Make a dot at that point.

In the

same manner,

move another 1/2 inch to the right and make

another dot.

Again, in the same manner, move another 1/2 inch

to the right and make a dot.

Now put your pencil at the upper

left corner of the rectangle.

Without making a mark, move

your pencil 1/2 inch towards the upper right corner of the
rectangle and make a dot.

In the same manner move another 1/2

17
inch to the right and make another dot.

Again,

in the same

manner, move another 1/2 inch to the right _and make a dot.
Now, draw three straight lines that will connect each of the
three dots on one line to the dot that is directly below it.
Now from the top point of the triangle, draw a straight
line to the top right corner of the rectangle.

18

Figure 3A

ACTIVITY 4
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ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:
LESSON TOPIC:

Communications

Writing, Giving and Following Directions

LESSON OBJECTIVE: To prepare a set of written
directions in order to practice giving and following
directions.
LEARNING ACTIVITY:
1. Review the handout, Guidelines for Following
Oral Directions.
2. Assign students to create a drawing using 16
or more straight lines.
3. Ask students to be prepared to give directions
to the class on how to create their drawing.
4. Have each student give oral directions on
their drawing while other students follow the
directions to recreate the drawing. You may have them
review the strategies for giving and following
directions if needed.
5. Students may be broken up into smaller groups
if desired or you can also rotate people around,
depending on the time constraints.
MATERIALS:

Handout: Guidelines for Following Oral Directions
Students: paper and pencil
EVALUATION:
Discuss the results of their drawings. Who gave
good oral directions? Who followed the directions
exactly? Why were some results good and others poor?
Did the students plan, check and clarify?

20
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Guidelines for Following Oral Directions
Before the specific directions are given, Plan.
listen.

Get ready to

•

Stop what you are doing.
Stop talking, look at the
speaker, and think about your purpose for listening.

•

Identify the task.

•

Ask if you should be prepared to take notes.

During the direction giving, listen actively.

•

Listen attentively, that is, listen to know what to do
and how to do it.
Make sure you hear the speaker
clearly.

•

Look at the speaker.

•

Listen for safety precautions and equipment needs.

•

Listen for the order or sequence of steps.

Maintain eye contact.

After part or all of the directions
Clarify.

are given,

Check and

•

If the steps are unclear,

ask questions.
(Silence may
indicate to the speaker that you do not understand what
to do.)

•

If unfamiliar terms or phrases are used, listen to the
sentences in which they occur and ask for examples.

•

Repeat or summarize what you are to do.

•

Review the steps in your own mind and review any notes
you may have taken.

•

Ask detailed questions of the direction giver or consult
a manual, handbook, or an expert.

•

If

the directions
information.

are

still

not

clear,

get

more

ACTIVITY 5
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ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:
LESSON TOPIC:

Communications

Giving and Following Oral Directions

LESSON OBJECTIVE: To give and follow directions given
a map with a starting and ending point.
LEARNING ACTIVITY:
1. Handout copies of the maps to all students.
Ask students to come to the front of the class one at a
time. Each student will be giving oral directions to
the class to get them from the starting point to the
ending point.
(The teacher chooses the starting and
ending point.)
2. The class is to trace on their maps the route
given by the student giving directions.
(May wish to
review strate9ies for giving and following directions
before beginning actual directions.)
)

3.
Different students giving directions may use
the same map, just change starting and ending points.
4. Variations may be used in giving directions if
the teacher chooses.
a.
anything goes
b. class cannot ask questions
c. person giving directions must turn back on
class and cannot use hands or body
language.
d. person giving directions cannot name
roads, just cities.
e. person giving directions cannot mention
cities, just roads and other landmarks.
f.
any other variation that comes to mind.
MATERIALS NEEDED:
Copies of four maps for each student
EVALUATION:
Have students share whose directions they found
easiest to follow and why. Have students share what
strategies he/she used in giving directions, what
strategies he/she used in followin9 others directions
and what was the most helpful to him/her.
23
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ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:
LESSON TOPIC:

Communications

Written Directions

LESSON OBJECTIVE: To understand the importance of
writin9 and practice writing complete and clear
directions.
LEARNING ACTIVITIES:
1. The teacher asks the students to write
directions on how to make a peanutbutter and jelly
sandwich.
2.
Choose one students directions to follow.
Have a student read them exactly, while the teacher
completes the instructions as read.
(Usually, one will
experience a problem, such as the instructions will not
tell you to open the package of bread.)
3. Choose another student's directions to
follow.
This time have a student complete the
instructions as they are read exactly as written.
Remind students they can not do it if the direction is
not there.
4.
You may wish to to try one more student's
directions to illustrate the point.
(Or as many as you
and/or the students chose.)
5. Discuss what went wrong in making the
sandwiches and why. Ask how a person could improve in
writing directions.
6.
Discuss the guidelines for writing and
following written directions.
7. Ask students to choose a task and write
directions for completing that task using the writing
and following written directions guidelines.
8. Read through the directions as written while
students and teacher try to complete the task as
written.
9.
Analyze the results of the accomplished task.
MATERIALS NEEDED:
Sandwich Supplies: plate, knife, butter,
peanutbutter,
jelly, bread
Guidelines for writing and following directions
EVALUATION:
Discuss how knowing the guidelines for writing and
following directions can improve the outcome of a given
task.
29
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Guidelines for creating Written Directions
Before writing directions
Plan

•

Know the subject and, if necessary, consult appropriate
manuals, policy handbooks, or experts.

•

Visualize the task.

•

Think about your purpose for writing the directions.

•

Take notes or make a list of the steps to be followed.

•

Consider the people who will use the directions and the
words or terms that will help them understand the
directions.

•

Think about the location or environment in which the
directions will be used. Purpose, audience, and context
all affect the way the directions are written.

•

Recall any health or safety concerns and
materials or equipment that will be needed.

list

all

While writing

•

Briefly state the task to be performed, state the
situation in which the task is to be completed, state its
importance, and list any materials or equipment that will
be needed.

•

Present
detail.

•

Highlight important information.

the

information

in

steps

and

in

sufficient

Check

•

Make sure the directions match your purpose and the
user's needs.
Check for content, form, spelling,
grammar, and punctuation.

•

Let one or more persons read the directions. Ask whether
the directions are clear, the language is precise, or if
any information is missing.

After finishing the draft of the directions
Clarify
• Make any necessary changes
giving them to users.

to

the

directions

before

31

TIPS FOR READING AND FOLLOWING WRITTEN DIRECTIONS

1.

Think about or plan what you must do.

2.

Scan directions--Look for list of:
Materials, tools, other equipment
Warnings or safety precautions

3.

Read directions step by step.

Note words that refer to:

Direction, Location, or Sequence
4.

Check your understanding--Think through the process step
by step

5.

Clarify what to do--Reread critical steps

if
6.

--Seek additional information or help
needed.
Work through steps--Check yourself at the completion of
each step or series of steps
Have students take 3 minute timed direction test.

)

ACTIVITY 7
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ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:
LESSON TOPIC:

Communications

Following Directions

LESSON OBJECTIVE: To see how well students are able to
follow a set of written directions.
LEARNING ACTIVITY:
1. Inform students they are to be given a test on
written directions and they have five minutes to
complete the test.
2. Handout the test face down. Have students
turn it over at the same time and begin.
3. See how many students read the directions
carefully and thoroughly.
4. Discuss the results of the test. Why people
may not have followed the directions carefully enough.
MATERIALS NEEDED:
Handouts:

Timed tests for class

EVALUATION:
Review who read the directions thoroughly enough
to understand what exactly was and was not to be
completed.

33
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TIMED TEST
Name
Directions:
In this test is a series of written directions.
You are to
follow all the directions exactly as they are given. You do
not have much time so you must read the directions very
carefully. Read through all the directions before following
any of the directions.
1.

Look at the clock on the wall by the door and write the
time in the upper left had corner of this test.

2.

Circle each number on this test that appears in numeral
form (not written out).

3.

Draw a triangle in front of each even number on this test
that appears in numeral form (not written out).

4.

Write the answer to the following math question in the
space provided.
1/2 of 2 + 2 =

5.

Number the letters in your name starting with one (1) by
writing the numbers below your name at the upper right
side of the test.

6.

Write the first name of everyone in the class that you
know on the back of this test (use the back of the last
page) .

7.

Circle all the names of the male students you wrote.

8.

Underline all the names of female students you wrote.

9.

Write the number of students absent from class on this
line.

10.

So I know you are almost done,
down.

11.

Write a friends name on the line provided (first name
only)

12.

After reading all the directions, all you are to do is
write your name in the space provided at the top of the
11
test where you see "Name

13.

Put your writing tool down, and sit quietly.
a word to anyone.

14.

Circle the correct answer:
directions in this test? YES

15.

Look at the clock on the wall by the door and write the
time just below the time you wrote earlier.

stand up and sit back

Did you
NO

Do not say

follow

all

the

ACTIVITY 8
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ACTIVITIES TO BE USED WITH APPLIED COMMUNICATIONS
GIVING AND FOLLOWING DIRECTIONS
CURRICULUM AREA:

LESSON TOPIC:
Following

Communications

Written Directions; Creating and

LESSON OBJECTIVE: As a group to create written
directions for a puzzle and then to follow someone
else's written directions to to together a different
puzzle.
LEARNING ACTIVITIES:

1. Divide students into four groups.
group a key to a puzzle.

Give each

2. Ask students to write directions on how to put
the puzzle together.
(This may take a full period.)
3. Give each group a puzzle and directions which
an another group wrote.

)

4. Have students try to to put a puzzle together
using only the written directions created by another
group.
MATERIALS NEEDED:

Four puzzles--may use card stock for them or
particle board works even better
EVALUATION:

Have students evaluate the instructions for the
puzzle based the guidelines for writing directions.
Have students evaluate themselves in regards to the
guidelines for following directions.

36
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CHAPTER FIVE
SUMMARY AND RECOMMENDATIONS

Summary
This project focused on whether students in Business
Communication at Ellensburg High School receive adequate
instruction in Giving and Following Directions.

The project

provided activities to be used with the district's adopted
applied communication module--Following and Giving
Directions.

The author discussed with the Business

Education Department faculty and the local community
Advisory Committee to learn how they perceived students'
ability to giving and following direction communications
skills.

The general consensus was that students could use

more instruction on how to give and follow directions.
The author used the applied communication curriculum
module, Giving and Following Directions, (AIT, 1989) in a
Business Communications class at Ellensburg High School.
Upon the completion of the lessons, the students were asked
to complete an evaluation form on the materials.

(see

Appendix A)
After reviewing the literature on giving and following
directions, discussing students' communication skills with
the local Business Education faculty and local Business
Advisory Committee, the author learned there was a concern
for more instructional materials in the area of giving and
following directions.

Student response in class on lessons
21
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two and three of the present module indicated a need for
instructional ideas on the presentation of communication
skills on oral and written directions (see Appendix C).

The

eight activities and lessons presented in Chapter Four were
developed to reinforce the concepts and skill building of
giving and following oral and written directions.

These

activities may be used as additional and/or alternate
approaches to the presentation of applied communication
materials.

Their effectiveness and application have not

been field tested to know if local businesses believe new
employees come to them with adequate skills in giving and
following directions.
Recommendations
Based on this project and a review of the literature,
input from students and professionals in the field, the
following recommendations are made:
1.

The author will pilot the new materials in her own

communication class to determine whether the new material
enhances the business communication curriculum.
2.

Complete an study to determine if the

teacher-developed activities provided enough variety and
challenge in presentation of the module, Giving and
Following Directions.
3.

Giving and Following Directions unit would be

beneficial in other business classes and/or other vocational
areas.

23

4.

Complete a study to determine if all vocational

area lessons should be included in following oral directions
and following written directions in (lessons eight and nine
of the module, Giving and Following Directions).
5.

Survey local employers' perceptions of their young

adult employees' skills in giving and following directions.
6.

Complete a follow-up to see if students are

retaining and/or using their acquired knowledge on giving
and following directions both at school and work after
instruction with the newly developed material as compared to
instruction from the module only.

)
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Name:
FOLLOWING AND GIVING DIRECTIONS

1.

Name three types of directions.

2.

What is one thing you can do to help yourself follow oral
directions effectively?

3.

What are two
directions?

4.

When you are tuning out distracting sounds, preparing
yourself to take notes, and focusing your attention
totally on the speaker, you are practicing what?

5.

Give the three step process for following and giving
directions.

6.

Which requires more planning?
giving directions?

7.

Why is it important to be able to give directions?

8.

List three of the four types of graphic directions.

9.

How do you check your understanding after the directions
have been given?

10.

Who is in mind when directions are written?

items

you

should

listen

for

in

oral

Following directions or

11.

What should you do before you actually write directions?

12.

How do you check understanding after giving directions?

13.

How do you clarify the directions?

14.

What is one thing you can do to help yourself follow oral
directions effectively?

15.

Why is it important to highlight written or take notes
on oral directions?

16.

Compare and
directions

17.

How have you improved your written and oral directional
skills?

contrast

oral

directions

and

graphic

Name:
FOLLOWING AND GIVING DIRECTIONS
1.

Name three types of directions.
Written, oral, graphic

(3 pts.)

2.

What is one thing you can do to help.yourself follow oral
directions effectively? (1 pt.)
Answers will vary

3.

What are two items you should listen for in oral directions?
(2 pts.)
The order in which tasks are to be completed.
Hazards or ·cautions to look for.

4.

When you are tuning out distractions, sounds, preparing
yourself to take notes, and focusing your attention totally
on the speaker you are practicing what? (1 pt.)
Active listening.

5.

Give the three step process
directions? (3 pts.)
Plan, check, clarify

6.

Which requires more planning, following directions or giving
directions? (1 pt.)
Giving directions

for

following

and

giving

7. · Why is it important to be able to give directions? (2 pts.)
Every person gives directions at home or at work. We
need to be able to give good directions to insure
correctness and efficiency in tasks.

a.

List three of the four types of graphic directions. (3 pts.)
Flow-charts, descriptive, charts, illustrations, trouble
shooting charts.

9.

How do you check your understanding after the directions have
been given? (1 pt.)
Summarize in own words back to the person giving the
directions.

10.

Who is in mind when directions are written? (1 pt.)
The person who will follow them.

t

. 11.

What should you do before you actually write directions?
(2 pts.)
Plan-what is the purpose, how can it be achieved,
(steps), who is the receiver, what is their knowledge.

12.

How do you check understanding after giving directions?
(2 pts)
Observe listener's non-verbal behavior, ask if receiver
understands.

13.

How do you clarify the directions? (2 pts)
Change or add information, reread information, rethink
directions based on new information.

14.

What is one thing you can do to help yourself follow oral
directions effectively? (1 pt.)
Take notes or listen actively, or ask questions,
summarize information.

15.

Why is it important to highlight written or take notes on oral
directions? (2 pts.)
For easy referral back to,
better retention of
directions.

16.

Compare and contrast oral directions and graphic directions.
(6 pts.)
They are the same in that steps are given to complete
tasks. They differ in that graphic directions, one has
a picture to refer back to.
o~al directions cannot be
used this way unless notes are taken. With oral
directions a person may ask questions and clarify at the
moment.
This
usually
not
possible
with
graphic
directions.

17.

How have you improved
skills? (4 pts.)
Answers may vary.

your

written

and

oral

directional
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STUDENT OPINION QUESTIONS ON LESSONS TWO AND THREE

Using the scale below, rank how you feel about lesson two
and three with 5 being high and 1 being low.
Circle your
answer. Feel free to comment on any item that is of special
interest to you.
LESSON 2--FOLLOWING ORAL DIRECTIONS
INTRODUCTION:

LOW

HIGH

1.

How useful was it to you?

5

4

3

2

1

2.

Did it show the relationship and
unity of the unit?

5

4

3

2

1

Would you continue to include
the introduction?

5

4

3

2

1

3.

EXAMPLE:
1.

How realistic was the example?

5

4

3

2

1

2.

How appropriate was it for you?

5

4

3

2

1

3•

To what extent did the example help
explain oral directions?

5

4

3

2

1

APPLICATION:
1.

How realistic was the application?

5

4

3

2

1

2.

How appropriate was it for you?

5

4

3

2

1

3•

Was the application complex enough?

5

4

3

2

1

4.

How job related is thi~ application
for you?

5

4

3

2

1

FOLLOW-UP
1.

Was the video interesting?

5

4

3

2

1

2.

Was the video informative?

5

4

3

2

1

3.

Were you able to see the message
in the video past the acting?

5

4

3

2

1

Did the checklist help you understand the process for good oral
directions?

5

4

3

2

1

4.

.

LESSON 3--FOLLOWING WRITTEN DIRECTIONS
INTRODUCTION:
1.

How useful was the introduction?

5

4

3

2

1

2.

Did it show the relationship and
unity of the lesson?

5

4

3

2·

1

Would you continue to include the
introduction?

5

4

3

2

1

3.

EXAMPLE:
1.

How realistic was the example?

5

4

3

2

1

2•

How appropriate was it for you?

5

4

3

2

1

3.

To what extent did the example help
explain written directions?

5

4

3

2

1

APPLICATION:

)

1.

How realistic was the application?

5

4

3

2

1

2.

How appropriate was it for you?

5

4

3

2

1

3•

Was the application complex enough?

5

4

3

2

1

4.

How job related is this application
for you?

5

4

3

2

1

FOLLOW-UP:
1.

Was the activity realistic?

5

4

3

2

1

2.

Was the activity complex enough?

5

4

3

2

1

3.

How well did you follow the written
directions?

5

4

3

2

1

Did the activity help you understand
the process for good written
directions?
5

4

3

2

1

4.

Your response to the following questions will help
evaluate the content of lessons two and three.
I want your
honest, thoughtful opinions and ideas. Your input will be a
great help in making the lessons more relevant to future
students.
1.

I wish we had spent more time on--introductions, example,
application, follow-up--in Lesson 2 and in Lesson 3:

2.

I wish we had spent less time on--introductions, example,
application, follow-up--in Lesson 2 and in Lesson 3:

3.

Lesson 2 would be much better if.

(be specific).

4.

Lesson 3 would be much better if.

(be specific).

5.

the most beneficial activities we were involved in were:
Lesson 2:

Lesson 3:

6.

Additional comments:

APPENDIX C
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RESULTS OF STUDENT EVALUATION
LESSON 2--FOLLOWING ORAL DIRECTIONS
INTRODUCTION:

LOW

HIGH
5

4

3

2

1

1.

How useful was it to you?

30% 55% 15%

0%

Ci

2.

Did it show the relationship and
unity of the unit?

40% 55%

0%

Ci

Would you continue to include
the introduction?

42% 16% 26% 15%

Ci

3.

5%

EXAMPLE:
1.

How realistic was the example?

15% 45% 40%

0%

Ci

2.

How appropriate was it for you?

16% 32% 42% 10%

Ci

3.

To what extent did the example help
explain oral directions?

37% 53% 10%

0%

Ci

APPLICATION:
1.

How realistic was the application?

40% 45% 15%

0%

Ci

2.

How appropriate was it for you?

42% 32% 16% 10%

Ci

3.

Was the application complex 'e nough?

33% 48% 14%

5%

Ci

4.

How job related is this application
for you?

32% 26% 26% 11%

~

FOLLOW-UP
1.

Was the video interesting?

16% 47% 21% 16%

Ci

2.

Was the video informative?

16% 53% 21% 11%

Ci

3.

Were you able to see the message
in the video past the acting?

47% 47%

5%

0%

Ci

Did the checklist help you understand the process for good oral
directions?

42% 42% 16%

0%

Ci

4.

students rated some items with lower marks (higher percentages
are shown on those) indicating a need for modification to
these specific areas in the lesson, following oral directions.

LESSON 3--FOLLOWING WRITTEN DIRECTIONS
INTRODUCTION:

5

4

3

2

1

Ci

1.

How useful was the introduction?

30% 45% 25%

0%

2.

Did it show the relationship and
unity of the lesson?

35% 35% 17%

0% 0%

Would you continue to include the
introduction?

30% 35% 20% 15%

Ci

3.

EXAMPLE:
1.

How realistic was the example?

25% 45% 25%

5%

Ci

2.

How appropriate was it for you?

25% 40% 25% 10%

Ci

3.

To what extent did the example help
explain written directions?

45% 30% 25%

0%

Ci

APPLICATION:
1.

How realistic was the application?

40% 40% 15%

5%

Ci

2.

How appropriate was it for you?

40% 40% 20%

0%

Ci

3.

Was the application complex enough?

40% 45% 10%

5%

Ci

4.

How job related is tpis application
· for you?

35% 25% 35%

0%

9l;

FOLLOW-UP:
1.

Was the activity realistic?

42% 42%10.55.30%

2.

Was the activity complex enough?

42% 42% 10.5 5.3 0%

3.

How well did you follow the written
directions?

40% 40% 30%

0%

Ci

Did the activity help you understand
the process for good written
directions?
50% 35% 10%

5%

Ci

4.

Students rated some items with lower marks (higher percentages
are shown on those) indicating a need for modification to
these specific areas in the lesson, following written
directions.

